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NIH Receivables Transactions User: Course Overview

NIH Receivables Transactions User: Course
Overview
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Course Obijectives

WAl c Ml Course Objectives

Overview of the NBS
Accounts Receivable Overview
Sponsored Travel Transactions

Important Dates

NIH Receivables Transaction User: Course Overview
Chapter 1 - Page 3



Agenda

4 g’%%} nbrss Agenda
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8:30 — 9:00: Course Overview
9:00 — 3:00: Sponsored Travel Transactions
3:00 — 3:30: Wrap-up

NIH Receivables Transaction User: Course Overview
Chapter 1 - Page 4



Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!

NIH Receivables Transaction User: Course Overview
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NIH Receivables Transaction User: Course Overview
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Logging in to the NIH Portal

@321l Logging in to the NIH Portal

G PETTVRS O 6
L e -

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow steps below to access the NBS Travel System application from the NIH Portal.

* Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help
Desk at 6-HELP (301-496-4357)

» Sign in to the NIH Portal according to the steps listed below, using the account information
you currently use to log on to Windows at your workstation.

* Select your domain from the pull-down menu. (Hint: Use the "Which
domain should I select? link for assistance.)

* Enter your User name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP (301-496-
4357).

NIH Receivables Transaction User: Course Overview
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships

Yucather for (e : :

Portal Information
: Center

¥ - - -
sdadn Light Rain
RN ]
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
=

Winds: MWME at Smph/Skph

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

NIH Receivables Transaction User: Course Overview
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Questions

W3l Questions
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Questions?

NIH Receivables Transaction User: Course Overview
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How to Use the Manual

Chapter 2
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How to Use the Manual

How to Use the Manual

Track 2 End User Training
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives
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How to Use the Manual

W42l How to Use the Manual
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» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
Chapter 2 - Page 4



How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr

How to Use the Manual
Chapter 2 - Page 6



How to Use the Manual

@311 8l How to Use the Manual

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility

N > Customers > Standard< Navigation Path

Find/ Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.

How to Use the Manual
Chapter 2 - Page 7



How to Use the Manual

s s s ms

1. Directive
statements will
help you
determine your
next step. The
statements are
indicated in Bold

Words in Bold
font indicate a
field, window, or
button name

W42l How to Use the Manual

a2 acGE e

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #d4.

3. Select the Cancel button.

Goto task #1.

4. Place your cursor in the line associated with the omer contact that displays both the
Party Number and Customer Number.‘._é

Zelect the OK button.

[Eesult: The Customers - Standard window is displayed.

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual
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The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.

Address Enter the address line information

City Enter the city nare

Staie Enter the state

Postal Code Enter the Postal Caode

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.

How to Use the Manual
Chapter 2 - Page 9



How to Use the Manual

W42l How to Use the Manual
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Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.

How to Use the Manual
Chapter 2 - Page 10



How to Use the Manual

W42l How to Use the Manual

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Ay
Indlcated by Last First Title MNumber  Job Mail Stop  Referance

JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To |

| & N
| S

3. Bave yvour wotle

End of activity.

How to Use the Manual
Chapter 2 - Page 11



How to Use the Manual

W42l How to Use the Manual
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Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
Chapter 2 - Page 12
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Track 2 Accounts Receivable Overview

Track 2 Accounts Receivable Overview

Track 2 End User Training
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Lesson Objectives

@AMl | esson Objectives

After this lesson you will know:
* What Accounts Receivable functionality is being used in Track 2

» The Accounts Receivable activities related to Sponsored Travel

Accounts Receivable Overview
Chapter 3 - Page 3



Accounts Receivable Functionality

@421l Accounts Receivable Functionality

Track 2 Accounts Receivable Activity is limited to Travel-related
Transactions

Sponsored In-Cash Travel

Sponsor information is held in customer table

Sponsor in-cash invoices are created in AR upon approval of travel
voucher in NBS Travel System

Sponsor payments are entered and applied to outstanding invoices

Accounts Receivable Overview
Chapter 3 - Page 4



Sponsored In-Cash Travel Activities

-gﬁ g@?"bm Sponsored In-Cash Travel Activities

» Customer Table Maintenance
= Sponsorinformation is held in the customer table

= Sponsorinformation must be entered into Accounts Receivable before
being referenced on a travel document in the NBS Travel System

> Invoices for Sponsor in-cash expenses

= Invoices are generated upon approval of travel vouchers in NBS Travel
System

= Invoices flow into AR automatically on a nightly basis

= Actual bills to sponsors will continue to be generated manually outside the
NBS system

» Sponsored Travel Payments
= Sponsor payments are entered and applied to outstanding invoices
= The Cashiers will do the initial entry

= The General Ledger Branch is responsible for applying receipts to
outstanding invoices

Accounts Receivable Overview
Chapter 3 - Page 5



Customer Table

@311 Ml Customer Table

Fpes® e

» Below is an example of a record in the Customer Table

Addresses | C

Address [ Show Only Active Addresses
. 3333 CALIFORNIA ST, SUITE 410, SAN FRANCISCO, CA, 94118, United States

|
o
£l
.|
]
|
!

Duplicate Check Party Relationships /I

Customer Table Maintenance
» Sponsor information is held in customer table

»  Sponsor information must be entered into Accounts Receivable before being referenced on a
travel document in the NBS Travel System

* Requests for new sponsors or updates to existing sponsors are handled through the
submission of the Customer Request form to the NBRSS Customer Requests mailbox

*  Customer table contains the sponsors name, address, and contact and billing information

Accounts Receivable Overview
Chapter 3 - Page 6



Sponsored Travel Invoices

w4211 Ml Sponsored Travel Invoices
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Travel

S8 SPONSORED TRAVEL

Vo u cher B :S_punsured Travel Inv
Number

~ Bill To
PEW CHARITABLE TRUSTS

Mumber 1132

Location BILL_TO 233

Address 3333 CALIFORNIA ST

SUITE 410

SAN FRANCISCO, CA 94118 United States

Caontact

Terms |3I] NET Commitment |

Due Dste [01-AUG-2003 Agent |

Digtributions Sales Credits Balances

|rzormplete Freight Credit Installments .

Customer

* Invoices are generated upon approval of travel vouchers in NBS Travel System
* Invoices flow into AR automatically on a nightly basis
* Actual bills to sponsors will continue to be generated manually outside the NBS system

* The Transaction Number in Accounts Receivable will be equal to the Travel Voucher
number in the NBS Travel System

* The Source will always be Sponsored Travel
» The Bill To block displays the Customer or Sponsor information.

Accounts Receivable Overview
Chapter 3 - Page 7



Sponsored Travel Payments

666554JAS Cash b
usn 1500.00
26-JUN-2003 | 02-JUL-2003

SPON TRAV FY04

Cleared i 1500.00

Customer | Re tance | 7_, f f mmary @%meﬁ@ ﬂml Cash h UERE : Nates| ::

Trans Murmber Paostmark Date
Customer Name |PEW CHARITABLE TRUSTS Customer Mumber 1132
Taxpayer D Location |BILL_TO 233
Reference Tax Code
Comments |CHECK REMITTED FROM JUDY SZUCH

Customer Bank Confirmation
Bank Mame Date
GL Date

PEW CHARITABLE TRUSTS | 0.00
1132 0.00 hass Apply Applications
BILL_TO 233 ] [ 0.00
usp 15I]I].I]I]_. I l].I]l]_:
0.00]

Saved Apply To Installment | Trans Currencyl Amount Applied Dizcount
TR108Y-1 1 _jusp 500.00
TR108Y 5 1 _jusp 1000.00

Accounts Receivable receipts record the payment of cash to the NIH.

* Sponsor payments are entered and applied to outstanding invoices

* The Cashiers will do the initial entry of the receipts

* The General Ledger Branch is responsible for applying receipts to outstanding invoices

Accounts Receivable Overview
Chapter 3 - Page 8



Accounts Receivable Information Flow

@421 Ml Accounts Receivable Information Flow

s
Fpes® a1 e

» Sponsored Travel Invoices flow from the NBS Travel System into Accounts
Receivable. Sponsored travel invoice and payments information flows to the
General Ledger.

Obligation

Travel er/
GTA
Inwoices

Sponsored
Inwoice Accounts

Receivable Authorization Related

Vouc her Related

Sponsored In-kind

The emphasized arrows indicate the flow of information related to Sponsored In-Cash Travel

Accounts Receivable Overview
Chapter 3 - Page 9



Lesson Summary

@31 Ml | esson Summary

After this lesson you learned:
* What Accounts Receivable functionality is being used in Track 2

» The Accounts Receivable activities related to Sponsored Travel

Accounts Receivable Overview
Chapter 3 - Page 10
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Chapter 4
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Sponsored Travel Transactions

Sponsored Travel Transactions

Track 2 End User Training
Revised January 15, 2004
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Lesson Objectives

@AMl | esson Objectives

After this lesson, you will know how to:
* View sponsored travel invoices
* Process sponsored travel invoice adjustments

* Run reports on sponsored travel transactions

Sponsored Travel Transactions
Chapter 4 - Page 3



Viewing Sponsored Travel Invoices

w4 §@jnbrss l Viewing Sponsored Travel Invoices

After this lesson, you will know how to:
=>» View sponsored travel invoices
* Process sponsored travel invoice adjustments

* Run reports on sponsored travel transactions
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Sponsor Travel Invoice Import Process

@421 Ml Sponsor Travel Invoice Import Process

» Sponsored Travel Invoices are generated upon the approval of travel
vouchers in the NBS Travel System with expenses marked as
sponsored in-cash

NBS Travel Auto Invoice Accounts

System Program Receivable
Imports

Approved Sponsored Accounts Receivable
In-Cash Travel Voucher Invoice Transaction

» On a nightly basis, sponsored travel invoices are imported from the
NBS Travel System through a scheduled program

» The process of sending bills to sponsors will continue to be performed
off-line

The scheduled program is called “Autolnvoice”

The NBS Management Center maintains the autoinvoice schedule and is responsible for
monitoring it’s execution
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Viewing Sponsored Travel Invoices

F% o - 0
A2l Viewing Sponsored Travel Invoices

Use the Find Transactions window to locate Sponsored Travel Invoices

Transaction Mumbers

Reference Mumbers
PO Mumbers

Sources

Transaction Dates

Batches

Transaction Types

Document Mumbers

Sales Order Number

Class

GL Dates il Period
Currency Primary Salesperson

Complete Credited Transaction

Ship To Bill To
Mame { Name

MNumber Mumber

Taxpayer [D Taxpayer D

Steps to search for Sponsored Travel Invoices
* Navigate to N > Transactions > Transaction Summary
» Select the Find button from the Application toolbar
Result: The Find Transactions window is displayed
» Enter your search criteria on the Main and More tabs.
Note: Fields on which to search include:
- Transaction Numbers (Travel Voucher Number in NBS Travel System)
- Transaction Dates (Dates the invoices were generated)
- Bill To Name (Customer Name)
» Select the Find button.
Result: The query results are displayed on the Transaction Summary screen

Sponsored Travel Transactions
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Search Results Displayed on Transaction Summary Screen

4 fesinbrss Search Results Displayed on Transaction
B Summary Screen

Your search results are displayed in the Transaction Summary window

=3

Source

Mumber

Bill To Customer

Class

RAVEL

\TR7VIA

||CARNEGIE MELLON UNIVER:

Invoice

TRAVEL

TRV

|aap

Invoice

TRAVEL

[ITR29V141

|aacc

Invoice

Applications Adjust Incamplete

Installments Clverview Open

Select the Open button to view the invoice in the Transactions window

You may use the horizontal scroll bar to view additional fields.
You may use the vertical scroll bar to view additional records

You may select the Open button to view the invoice in the Transactions window.
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Sponsored Travel Invoices

w4211 Ml Sponsored Travel Invoices

Travel
Voucher
Number

—Ship To — Bill Ta
CARNEGIE MELLON UNIERSITY
1203

BILL_TO 186

Sponsor inbir
Information Losaton

|
|
Address | 4400 FIFTH AVENUE
|
|

PITTSBURGH, PA 152133890 United States

Contact

Terms |3l] HET Commitrment |

Due Date |01-0CT-2003 Agent |

Distributions Sales Credits Balances

Inzarmplete Freight Cradit Installments

Select the buttons to view additional invoice information

* The Transaction Number in Accounts Receivable will be equal to the Travel Voucher
number in the NBS Travel System appended by a dash and a sequential number. For
example, if a sponsored travel document contained two different vouchers, the first AR
invoice would be number TR123V-1, the second AR invoice would be TR123V-2.

» The Date field will display the date the invoice was generated.
* The Source will always be Travel
» The Class of transaction is Invoice

» The sponsor’s name and address as entered in the customer table will be displayed in the Bill
To block

* The terms of Sponsored Travel Invoices will be 30 Net. The due date is automatically
calculated and is equal to 30 days after the transaction date
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Transaction Lines

W42 Ml Transaction Lines

Fpes® a1 e

Selecting the Line s button on the Transactions window will display the
invoice line items

Invoice
Amount

!_Num ltem Cluantit [ Unit PI’iCE! Armount
1 | }f|| |

1] 541.5 | 541.50

| l

Invoice
Line

l
l
l
l
l
]

a L . It 3

Distributions Sales Credits Freight

Generally, each sponsored travel invoice will have a single invoice line, which is equal to the
amount of the invoice. The NIH does not use the Tax and Freight functionality for sponsored
travel invoices.
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Transaction Balances

@321 8l Transaction Balances

Selecting the Balances button on the Transactions window will display
the current balances on the invoice

Original
Invoice
S Entered Cutrency -y Am ount

Current
Invoice
Balance

Totals on the Balances screen have the following relationships:

Original = Original Invoice Amounts

Receipts = Total receipts applied to the invoice

Credits = Total credits applied to invoice (Functionality not being used in Track 2)
Adjustments = Total adjustments made to the invoice (to be discussed later in the chapter)
Discounts = Functionality not being used in Track 2

Balance = Current invoice balance due

Sponsored Travel Transactions
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Transaction Distributions

@421 Ml Transaction Distributions

Selecting the Distributions button on the Transactions window will
display the transaction accounting information

Accounts For All lnes

Receivahle EI]BI]ZQI]ZI]I]M RAD.2004.01.3100./01-SEP-2003 100.0000|
Revenue §|I]BI]29I]2I]I]41RAl].ZI]I]d.I]1.31I]I].EII]1-SEPQI]IB | 100.0000]

.| [

Revenue
Recognition
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Finding and Viewing Transactions

Purpose

The purpose of this document is to describe how to search for transactions and view transaction
data in Accounts Receivable.

NIH Receivables Transaction User

N > Transaction > Transaction Summary

Transaction Summary

D

1. Select the E Find button on the application toolbar.

Result: The Find Transaction window is displayed.

Sponsored Travel Transactions
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cliong (NIHY |

Transaction Mumbers

Reference Numbers
PO Mumbers

Sources

Transaction Dates

Batches

Transaction Types

Document Murmbers

Sales Order Mumber

Class

2. Enter search criteria in the Main region tab as described below:

Field Description

Transaction Number Range Enter the transaction number range. If searching for
one invoice, enter the same value in the low and high
transaction number fields

Reference Number Range Enter a reference number range. This may be an
invoice number

PO Number Range Enter a PO number range

Source Range Enter a source range

Transaction Date Range Enter a transaction date range. This is the date of the
invoice, credit memo, or debit memo.

Batches Range Enter a transaction batch name range

Transaction Types Range Enter a transaction type range

Document Number Ranges Currently not being used

Sales Order Number Currently not being used

Class Select a value from the drop down list

3. Select the More region tab and enter additional search criteria as described below:

Sponsored Travel Transactions
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E Find Transactions (MIH)

GL Dates

Currency

l— Period ‘—

Frimary Salesperson ]

Complete

"I Credited Transaction ]

Ship To

Bill To

Marme

Marme ]

Mumhber ]

|
HNumber |
|

Taxpayer (D

Taxpayer 1D ]

Field Description
GL Dates Enter a GL date range
Period Select a period from the LOV
Currency Enter USD
Primary Salesperson Currently not being used
Complete Select Yes or No from the drop down menu

Credited Transaction

Enter an invoice number for a credit transaction

Ship To: Name

Enter the Ship To customer name (Currently not being
used)

Ship To: Number

Enter the Ship To customer number (Currently not
being used)

Ship To: Taxpayer ID

Enter the Ship To customer taxpayer ID (Currently not
being used)

Bill To: Name

Select the Bill To customer name from the LOV

Note: This is the preferred way to search for
transactions for a given customer.

Bill To: Number

Select the Bill To customer number from the LOV

Bill To: Taxpayer ID

Currently not being used.

Notes:

— The more specific search criteria you enter, the faster the search will complete.
— At least one search criterion should be used.

Select the Find button.

Result: The Transaction Summary window displays your search results.

Sponsored Travel Transactions
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Bill To Customer

CARNEGIE MELLON UNIVER!| Invoice

5. Place your cursor in the line of the transaction you would like to review and select the Open
button.

Result: The Transaction window is displayed.

Sponsored Travel Transactions
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Source

Type

Sponsored Travel Inv

O
o sep o

01-SEP-2003

~— Bill To

Mame

CARNEGIE MELLON UNIVERSITY

Mumber

1203

Location

BILL_TO 186

Address

4400 FIFTH AYENUE

PITTSBURGH, PA 152133890 United States

Contact

Tarms

Due Date

Tax

[reammplete

30 NET

|o1-0CT 2003

Distributions

Freight

EGIE MELLOM L

Tra ction

Credit Installments

Corrrnitrnent

Agent

Line ltems

Freight

|Num ||Item

| Description

| oM

Quaritity” LInit F'rice“ Amount

TRAVEL

1 541.5 541.50

Sponsored Travel Transactions
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Note: The transaction amount is listed in the Transaction Total field.

7. Close the Lines window.

8. Select the Distributions button to view the accounting distribution for the transaction.
Example:
EE Distributions (NIH-0L) GIE MELLON LINT,

Accounts For All Lines

GL Account o

Receivahle Ii]lEIl]Z!EII]EI][IMR;E‘I.I'].EI][IALIJ1.31["] 01-SEP-2003 100.0000
Revenue  (08029020041RAD.2004.01.3100.(01-SEP-2003 100.0000

SRR 01 -SEP-2003 Comments

il 0290 NIDCD 2004 ANNL REIM.2004.GENERAL .NIDCD.HN32 NIDCD DIR DIV INTRA'I'LII.INTERN

ction Code

Line Amount

Note: Place your cursor in the GL Account field and click on the Edit = button on the
toolbar to view the entire account code.

9. Close the Distributions window.
10. Select the Balances button to review the balance of the transaction.

Result: The Balances window will be displayed.

Sponsored Travel Transactions
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[EGIE MELLOMN UNIVERSITY, TRTW1-1

® Functional Currency

— The Original line indicates the original transaction amount.

— Receipts will display any receipts that have been applied to the transaction
— Adjustments will display any adjustments made to the transaction.

— Balance will display the current debit or credit balance of the transaction.

11. Close the Balances window.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Viewing Sponsored Travel Transactions

Sponsored Travel Transactions
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Processing Sponsored Travel Invoice Adjustments

; \4@ Qanbrss Processing Sponsored Travel Invoice
' i Adjustments

After this lesson, you will know how to:

* View sponsored travel invoices
=> Process sponsored travel invoice adjustments

* Run reports on sponsored travel transactions
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Option 3: Oracle Extension

¢

OFM Identifies
possible error

OFM Contacts
Travel Planner

IC Informs OFM of error

on travel &

document

IC contacts OFM

v

IC provides OFMw ith

SUVEEN AR Invoice Adjustment Process

OFM Takes
Corrective Action 3™

1. Determine
corrective action

A\ 4

2. InformIC

I

3. Perform
adjustments in
financial modules

correct information

A\ 4

Travel Planner corrects
travel document as
necessary

4. Document and file

Errors may be identified by the IC or OFM. OFM most likely will notice the need for an
adjustment while reconciling a customer’s account.
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Determining the corrective action

@321 8l Determining the corrective action

STITUTES OF MMM
FESLARCH SOFPORT ST

» OFM must determine the appropriate
corrective action based upon the specific
details of each situation

1. Determine
corrective action

» The Travel and General Ledger offices
must work together to ensure the correct
solution is developed and the appropriate
adjustments are made

» Eight scenarios have been identified as
the most probable adjustment scenarios

» Use the eight scenarios listed in the
upcoming slides to determine the
appropriate corrective action

Sponsored Travel Transactions
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AR Adjustment Scenarios

WALl AR Adjustment Scenarios

1. Determine

» Scenario 1: A Sponsored In-Cash Expense was . -
corrective action

included on the voucher that should be removed

= |f Sponsor pays the correct amount, enter an AR Adjustment
= |f Sponsor pays the higher amount, either:

= Apply payment to future invoice
= Reclassify receipt to miscellaneous receipts
= Refund amount to sponsor

» Scenario 2: Incorrect Accounting was used on a Sponsored In-Cash
Travel Expense on the Voucher

= Enter a manual joumal voucher in GL

» Scenario 3: Traveler reported a direct expense as Sponsored In-Cash
on the travel voucher

= Enter an AR Adjustment

Scenarios 1 — 7 require an adjustment to the AP invoice, either in AP or in the GL.

Scenario 8 requires AP action in the event that a refund to the sponsor is required.

Sponsored Travel Transactions
Chapter 4 - Page 23



AR Adjustment Scenarios (cont.)

WALl AR Adjustment Scenarios (cont.)

> Scenario 4: Traveler reported a sponsored in-cash 1. Determine
expense to a direct project on the travel voucher corrective action
= Enter a manual joumal voucher in GL

» Scenario 5. Traveler reported a sponsored in-kind expense as a
sponsored in-cash expense on the travel voucher

= |f Sponsor pays the correct amount, enter an AR Adjustment

= |f Sponsor pays the incorrect amount, refund amount to sponsor
= Enter a manual joumal voucher in GL to reverse the in-kind transaction.

» Scenario 6: Traveler reported a sponsored in-cash expense as a
sponsored in-kind expense on the travel voucher

= Enter a manual joumal voucher in GL to reverse the in-kind transaction.

= The Travel Planner enters a new voucher for the in-cash amount previously
reported in error

Sponsored Travel Transactions
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AR Adjustment Scenarios

@31l AR Adjustment Scenarios

» Scenario 7: Sponsor pays less than expected
= Enter an AR Adjustment
» Scenario 8: Sponsor pays more than expected

= Apply payment balance to future invoice
= Reclassify receipt to miscellaneous receipts
= Refund amount to sponsor

1. Determine
corrective action

These are the most common adjustments that the AR group will encounter.

Sponsored Travel Transactions
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Inform IC of Adjustments

} Inform IC of Adjustments

» Once the corrective action has been
determined, you should inform the IC of the
steps that are required by OFM and the IC

» In addition, if the IC must take corrective
action in the NBS Travel System, provide the
IC with explicit directions as to the information
that should be entered.

Sponsored Travel Transactions
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Entering an Adjustment to an AR Invoice

W42 Ml Entering an Adjustment to an AR Invoice

» Use Adjustments to increase or decrease the 3. Perform

amount the customer owes the NIH adjustments in
financial modules

AR Inv oice

Sponsored Travel

Bill To:
Pew Charitable Trusts
Amount: $375.50 €& OR

» Based on the scenarios listed on previous slides, we will use
adjustments to Decrease the inwice amounts.

Scenario 1: A Sponsored In-Cash Expense was included on the voucher that
should be removed and the sponsor pays the correct amount

Scenario 3: Traveler reported a direct expense as Sponsored In-Cash on the fravel
voucher

Scenario 5: Traveler reported a sponsored in-kind expense as a sponsored in-cash
expense on the travel voucher and the sponsor pays the comrect amount

Scenario 7: Sponsor pays less than expected

Sponsored Travel Transactions
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Entering an AR Invoice Adjustment

NIH Receivables Transactions User
N > Collections > Account Details

Find Account Details

% Find Account Details (MIH-CLD

Trans Mum

Source

Due Date

Cutrency otatus

Sales Order Furchase Order

Bill To Customer

Marme Mumber

Location

Amounts

Ciriginal

Balance Due

1. Enter the appropriate search criteria.
Note: Possible fields to complete include Trans Number and Bill To Customer Name.
2. Select the Find button.

Result: The Account Details window displays the results of your search.
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% Account Details (MIH-OL - MEGIE MELLOM UNNMERSITY

Entered Functional
Cumulative Balance
Taotal Balance 131.50 131.50

3. Place your cursor in the invoice line that you want to adjust.
4. Select the Adjust button.

Result: The Adjustments window is displayed.
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B Adjustments (NIH) -

Installment

ARMEGIE MELLOMN UNMERSITY, TRTW1-1, 1

Line Tax Freight Bs Total
541.50 d 0.00 541.50

Balance

Adjustments

Adjustments

Activity
~ Mumber Mame

131.50 00  000]  000) 13150
30.00- Pending Adjustments

Includes Tax Adjustment

Amount GL Date Date

1000 Invalid Expen|Li 30.00- [ |01-SEP-2003 |l]1-SEP-2I]l]3

5. In the first available line on the Adjustments: Main tab, complete the following fields:
Field Description
Activity Name Use the LOV to populate the field with
* Invalid Expense if you are entering a negative adjustment; or
* Increase Receivable if you are entering a positive adjustment.
Type Select the following from the drop down menu
* Invoice if you want to adjust the entire invoice amount
* Line if you want to adjust a portion of the invoice amount.
Amount Enter the amount of the adjustment.

Note: For negative adjustments, you must enter a negative sign.

Includes Tax

Currently not used

GL Date Defaults to the current date. May choose a different date from the
LOV.
Adjustment Date | Defaults to the current date. May choose a different date from the

LOV.

Example: Below is an example of a completed Adjustments: Main tab.

Sponsored Travel Transactions

Chapter 4 - Page 30



B Adjustments (NIH) -

Installment

Total
541.50
131.50

Adjustments 30.00- Pending Adjustments ﬂ

Adjustments

Activity Includes Tax Adjustment
Murmber MNarre Type Armount | GL Date Date
1000 Ilnualid Expen|Line 30.00- T |01-SEP-2003 01-SEP-2003
Ilnualid Expen|Invoice 131,50 |02-SEP-2003 02-SEP-2003

-

-
-
-

6. Select the Account, IDs tab.
Result: The Account and ID information is displayed.

Adjustments
. Account, IDs |

Document Line

MNumber GL Account Mumber Chargeback Number

I |

Description |

Trans Code |

7. In the Trans Code field, select A310 from the LOV.

Note: If you do not select the appropriate transaction code, the accounting information for
this adjustment will not be correct.
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Example: Below is a sample completed Account, IDs tab.

Adjustments

| Account, IDs |

_ Dacurnent :
 Mumber GL Account MNumber Chargeback Mumber

I
|
]
]

1087 |

Description

Trans Code .

8. Select the Comments tab.

Result: The Comments fields are displayed.

Cormments

~ Mumber Feason Cormrmeants Status
j 1000 Approved

lj_]
ﬂ r Waiting Approval r
|_ -

9. On the Adjustments: Comments tab, complete the following fields.

Field Description
Reason Select an appropriate reason from the LOV.
Comments Enter any additional comments you wish to include.
Status Defaults to Approved. Do not change.

Example: Below is a sample completed Comments tab.
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justments (MIH} - EGIE MELLOMN UNIVERSITY, TRTW1-1, 1

Installment

Line Taix Freight Charges Total

Criginal 541.50 0.00 0.00 541.50
Balance 131.50 0.00 000, 000 131.50

Adjustments 30.00- Pending Adjustments 131.50.

Adjustments

Comrments

Mumber Reason Comrments Status 11
1000 Approved

Write Off ERROR ON TRAVEL DOCUMEN FTITTT r

[¥]

Lo

Cof g et S
|

10. Save the record.

End of activity.
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Viewing Adjustments in the Balances Window

@421l Viewing Adjustments in the Balances Window

> After an adjustment is made on an invoice, 3. Perform
the amount of the adjustment will be adjustments in
displayed in the Balances window for the financial modules
invoice

(5 bal: ~OLL OF PH) 5, TR 0BY1-1

QD Entered Currency ® Functional Currency

Total
Adjustments

Tax

400.00-|
.00
450.50-
0.00,
0.00,
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Adjusting Sponsored Travel Invoices
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Refunding Payments to Sponsors

a2 Ml Refunding Payments to Sponsors

3. Perform
adjustments in
financial modules

OFM may refund overpayments to the Sponsors.

The following Scenarios may require a refund
to the sponsor:

» Scenario 1: A Sponsored In-Cash Expense was included on the
voucher that should be removed and the sponsor pays the incorrect
amount

Scenario 5. Traveler reported a sponsored in-kind expense as a
sponsored in-cash expenses on the travel voucher and the sponsor
pays the incorrect amount

» Scenario 8: Sponsor pays more than expected

OFM will decide when it is appropriate to refund amounts to the sponsor on a case-by-case basis.
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Entering a Debit Memo

W42 LMl Entering a Debit Memo

» Refunding money to a sponsor is a multi- 3. Perform

step process adjustments in
financial modules

» NIH Receivables Transaction User is
responsible for Step 1

tep 1: NIH Receivables Transaction User enters a
Debit Memo in AR for the amount of the refund

NIH Receivables Receipt User applies the
unapplied receipt amount to the Debit Memo

The Government Accounting Department adds the
sponsor as a vendor

NIH Payables User processes the payment to the
Sponsor

Sponsored Travel Transactions
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Entering a Debit Memo

Purpose

The purpose of this document is to describe how to enter a debit memo in Accounts Receivable
to facilitate the refund of overpayments to customers.

NIH Receivables Transaction User
N > Transactions > Transactions

Transactions

Mumber

Refe

ame

Mumber

Location

Contact

I
I
|
Address |
|
I
|

Terms Commitrent

Due Date Agent

Ineamplete Freight Credit lnstallments Line ltems

1. Inthe Class field, select Debit Memo from the drop down menu.

2. Tab to the Source field and use the LOV to populate Manual-Other.
3. Tab to the Type field and use the LOV to select Refund DM FY04.
4. Revise the Date field as necessary.

5. Inthe Reference field, enter the original invoice number.

6. In the Bill To: Name field, select the customer's name from the LOV.
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Result: The remaining address fields default from the customer record.
7. Inthe Terms field, select the appropriate payment terms from the LOV.

Example: Below is a sample completed Transactions window.

Hum Iate | Complete
Refarence Currency M Tran 1an
== MANUAL -OTHER

iF - Refund DM FYD4

- —Bill To
Mame CARNEGIE MELLON UNIVERSITY

Murmber 1203

Location BILL_TO 186

Address 4400 FIFTH AVENUE

PITTSBURGH, PA 15213-3890 United States

Contact

Terms (30 NET Commitment
Due Date |02-0CT-2003 Agent

IrEomplete Freight Credit nstallments

8. Select the Line Items button.

Result: The Lines window is displayed.
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NIVERSITY, TOO20 Jxielriets el ool LT T X F X
Lines Freight

|Num | Item | Description | LICm | Guantity” Unit F'r_iu:e|

9. In the Description field, enter a description of the debit memo.

Example: Refund of overpayment
10. In the Quantity field, enter the quantity of the line.

Note: If you use a quantity of one, then enter the total amount of the debit memo in the Unit
Price field. The Amount field will be calculated automatically by multiplying the values in
the Quantity and Unit Price fields.

11. In the Unit Price field, enter the unit price of the charge and press the Tab key.
Result: The Amount field will be populated.

Example: Below is a sample completed Lines window.

Sponsored Travel Transactions
Chapter 4 - Page 41



o e T B T I e e FEaE

Tra inn Lines an Freight

|Num |Item | Description | IO Quaritity” LInit F'rice“ Arnount :
[ i REFUND TO SPON! 1 120 120.00

12. Close the Lines window.

Result: You are returned to the Transactions window.

'%Tr;a nsactions (MIH-0OL MEGIE MELLOM UNNERSITY, [Meaw]

Mumber

Refund DM FY04 ] 02-SEP-2003

- —Bill To
Marme CARNEGIE MELLON UNIVERSITY

Murmber 1203

Location BILL_TO 186

Address 4400 FIFTH AVENUE

PITTSBURGH, PA 15213-3890 United States

Contact

Tetms (30 NET Corrirnitrment
Due Date |02-0CT-2003 Agent

[rzomplate Freight Credit nstallments Line ltems
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13. Select the Complete button.

Result: The fields turn gray and the Complete checkbox is enabled.

& Complete
—j Transaction !]

-~ Bill To
CARNEGIE MELLON UNIVERSITY
Mumber 1203

Location BILL TO 186

Address 4400 FIFTH AVENUE

PITTSBURGH, PA 152133890 United States

Contact

Terms |30 NET Commitrment
Due Date |02-0CT-2003 Agent

Incomplete Freight Credit Installments Line ltems

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Entering Debit Memos
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AR Transactions Reports

WALl AR Transactions Reports

After this lesson, you will know how to:
* View sponsored travel invoices
* Process sponsored travel invoice adjustments

= Run reports on sponsored travel transactions
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Accounts Receivable Reports

WALl Accounts Receivable Reports

oML RTIATS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» Oracle Financial Applications provides standard reports to help an
organization analyze and manage their receivables.

» We will review the following selected reports that may be helpful while
working with AR Transactions:

* Transaction Detail Report

= Adjustment Register
Billing and Receipt History
Account Status Report
Aging Report

Sponsored Travel Transactions
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Transaction Detail Report

@421 Ml Transaction Detail Report

Description:  Displays information on transactions in accounts
receivable, including invoices and debit memos

Purpose: To review AR transaction information for a specific time
period or customer

Frequency: As needed

NIH Receivables Transaction User

N > Reports > Listing

Submit a New Request

Sponsored Travel Transactions
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Transaction Detail Report

@421 Ml Transaction Detail Report

Transaction Detail Report Parameters:

Transaction Class

Report Parameters

Transaction Number Range: Enter a transaction number range. Enter the beginning value in
the Transaction Number Low field. Enter the ending value in the Transaction Number High
field. The report will display all transactions that fall within that range

Transaction Class: Select a transaction class from the LOV. Example, select Invoices to
review all invoices. Select Debit Memos to view all debit memos created to facilitate a refund
to a sponsor.
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Adjustment Register

@311 Ml Adjustment Register

Description: Displays information on approved adjustments by
document number

Purpose: To review AR adjustment activity

Frequency: As needed

NIH Receivables Transaction User

N > Reports > Listing

Submit a New Request
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Adjustment Register

Ml Adjustment Register

Adjustment Register Parameters:

EFALLTY

D

Selected Report Parameters

GL Date Range: Enter the GL date range of the adjustment
Transaction Date Range: Enter the Transaction Date range
Due Date Range: Enter a range of due dates for the transactions

Invoice Type Range: Enter the invoice type range. For one type, enter the same value in each
field

Adjustment Type Range: Enter the adjustment type range. For one type, enter the same value
in each field
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Billing and Receipt History Report

w4211l Billing and Receipt History Report

Description: Displays information about AR transactions in a given
date range and the receipts that have been applied to
those invoices

Purpose: To review AR transaction and receipt activity for a given
time period or customer

Frequency: As needed

NIH Receivables Transaction User

N > Reports > Collections

Submit a New Request
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Billing and Receipt History Report

@421 Ml Billing and Receipt History Report

R SN

Billing and Receipt History Report Parameters:

EE Parameters

@
>

i |

Selected Report Parameters

Customer Name Range: Select a customer range from the LOV.
Customer Number Range: Select a customer range from the LOV.
Invoice Number Range: Select an invoice number range from the LOV.
Invoice Amount Range: Select an invoice amount range from the LOV.
Balance Due Range: Select a balance due range from the LOV.
Transaction Date Range: Select a transaction date range from the LOV.
Account Status Range: Select an account status range from the LOV.

For all range fields, if you want the report to run for a single value, enter the save value in the
low and high fields.
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Account Status Report

@311 Ml Account Status Report

De scription:  Displays open items and balance due for each customer
Purpose: To review customer account status and open items

Frequency: As needed

NIH Receivables Transaction User

N > Reports > Collections

Submit a New Request
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Account Status Report

W21l Account Status Report

el

Account Status Report Parameters:

Custome

b

Report Parameters

Account Status Range: Select the account status range from the LOV
Collector: Do not use

Customer Name Range: Select a customer name range from the LOV
Customer Number Range: Select a customer number range from the LOV
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Aged Trial Balance — 4 Buckets Report

@421l Aged Trial Balance — 4 Buckets Report

Description: Displays information on transactions and receipts in
accounts payable for your customers

Purpose: To review the current status of a customer’s account

Frequency: As needed

NIH Receivables Transaction User

N > Reports > Collections

Submit a New Request
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Aged Trial Balance — 4 Buckets Report

@421l Aged Trial Balance — 4 Buckets Report

R SN

Aged Trial Balance — 4 Buckets Report Parameters:

Selected Report Parameters

Order By: Use the LOV to select the order in which you want the information displayed.
Report Summary: User the LOV to select the summary type

Report Format: Select Brief or Detailed from the LOV

As of Date: Enter the date as of which you want the information to display.

Bucket Name: Use the LOV to populate Collections

Show on Account: Select Summarize or Age from the LOV
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Practice Lab

A2 Ml Practice Lab
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Lab Time

Complete Lab 4: Submitting AR Reports
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Lesson Summary

@31 Ml | esson Summary

After this lesson, you learned how to:
* View sponsored travel invoices
* Process sponsored travel invoice adjustments

* Run reports on sponsored travel transactions
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Important Information

Important Information

Track 2 End User Training
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Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html

Important Information
Chapter 5 - Page 3



NBS Travel Support Resources

@321 'cll NBS Travel Support Resources
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» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov

Important Information
Chapter 5 - Page 4



Contacting NBS Customer Support

w4211 sl Contacting NBS Customer Support
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Phone: Call 6-HELP (301.496.4357)
E-mail: Send e-mail to helpdesk@NIH.gov

Web Request for Support: Submit to:
http://support.cit.nih.gov

Provide the following information to help facilitate issue resolution:
v" Oracle Responsibility Name
What are you trying to accomplish

v
v" The title of the window in which you are located
v

A description of the problem that includes the exact error message you receive
and where the error message is located

A description of what steps you took prior to receiving the error, including the
exact trraveler name, invoice number, efc that youwere trying to process

What happens i you try to proceed
The impact of the error on yourwork and when you need it to be resolved
Who to contact in the event that you are not available
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Evaluation

W42l Evaluation
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Please take a moment to complete the

on-line training evaluation
www.surveymonkey.com/s.asp?u=44111257699

Your comments are important to us!
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Good Luck

W21 M Good Luck
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Good Luck!
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